MY LEAVE REQUESTS
FIO-04 | BUSINESS PROCESS PROCEDURE

FIO

The purpose of this Business Process Procedure is to explain how to create and view a Leave Request within

the Fiori “My Leave Request” application.

How to create My Leave request

1. Click on the “My Leave Request” tile to access the Leave Request app.

C-\_\/} Home v

Employee

My Paystubs My Timesheet My Leave Request My Benefits

lanace working time Manzaoe m Bave re Displav Banafit olans
anage working e Manage my ieave re uvispiay oenelit plans

PN

K21

2. Today’s date is the default date shown.

L4 "f:h\‘ My Leave Request =

w  Entitlermnent

lems (£) H I Show From | 08/10/2021 & I
Leave Type Valkdty Aealable Used Entitiement
i Vacation Lesve QRAT2008 - 1231580 QLES []
Sick Leave LT2000 - 127319955 29785
Holiday Leave
Bonus Leave OLOL2008 = 127319999
Special Bonus FY2008 L2017 - 127319993 Q
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FIO-04 — My Leave Requests

3. Various leave balances for an employee show up under Entitlement.

~  Entitlement .

Items (10)

Leave Type

Vacation Leave

Sick Leave

Overtime Comp Time

Gap Hrs Comp Time

Holiday Comp Time

Validity

10/31/2013 - 12/31/9993

10/31/2013 — 12/31/9999

10/24/2013 - 12/31/9999

01/23/2014 - 12/31/9999

12/28/2013 - 12/31/9999

Available

91.25 Hours

127 Hours

0 Hours

0 Hours

0 Hours

More

Used

802.12 Hours

586.5 Hours

307.88 Hours

18.5 Hours

18 Hours

Show From | 08/23/2021

Entitlement

893.37 Hours

713.5 Hours

307.88 Hours

18.5 Hours

18 Hours

4. Request Overview is a list of an employee’s requests for leave and the Status of those requests.

Request Cverview

[& Calencdar |ESEITETER)]

Leave Typs

Sick Leave

Approved Leawves

Approved Leave

Appraved Laave

Approved Loaws

Approved Leave

Approved Leave

Approved Leave

Approved Laave

h

alidity

Oa/2ax021

026021

rird paaks |

o2/2arx021

02372021

0222021

02182031

017021

03163021

Status

Approved

Approver

Freddy L Fullnight

Shim

Fram OLOL2021 =]

Cuota Used

B

5. Click “Calendar” to view requests on a calendar. The legend below the calendar lists the different
leave options and their color code.

| [ia] Calendar i AR — Show From | 01/01/2021
l [i] Select a start and end date to create a new request; click an existing request to display
< August 2021 September 2021 >
Sun Mon Tue Wed Thu Fri sat Sun Mon Tue wed Thu Fri sat
31 1 2 3 4[,\\, 5 6 7 1 2 3] 4
32 8 9 10 1 12 13 14 ® 5 6 7 8 9 10 11
E2 15 17 18 19 20 7n 7 12 13 14 15 16 17 18
34 22 23 24 25 26 27 28 k2 19 20 21 22 23 24 23
= 29 30 31 ® 26 27 28 29 30
U Today Working Day Non-Working B sent Il Fublic Holiday
Day
B select=d ’ B Rejected
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FIO-04 — My Leave Requests

6. Click “Items” to view the requests in a list format.

v Request Overview

Leave Type

Sick Leave

Approved Leave
Approved Leave
Approved Leave
Approved Leave
Approved Leave
Approved Leave
Approved Leave

Approved Leave

Status Approver

8/18/21

North Carolina Office of the State Controller

Page 3 of 13



FIO-04 — My Leave Requests

7. Click the arrow to see additional details for a leave request. Only leave requests for future dates can
be edited or deleted.

~  Request Overview

(2 Calendar m From  OLOL2021 B
Leave Type Validity Stabus Approver Cuota Used

Sick Leave oa2ezaL Freddy L Fullnight B Houss #D
Approved Leave 02r26/2021 Approved 1

Approved Leave 0F 282021 Appraved 15 roun

Approved Ladve 02247021 Apireried L5 Haws

Approved Leave OX232021 Approved 3

Appraved Leave reiprlpakal Approved 4 pzun

Approved Leave 0211872021 8 houn

Approved Luave O&17021 Appreved 2 Houwrs

Approved Laave 0216202 3

8. Current leave requests and statuses can be viewed here.
9 Approved Leave  Absence Hous: 1 Hou Cre 21
02262021 1 ]

R
% brusry I Febnaary 37, 300
= wes F
21 e 23 2 = 6 e
Week B
Wilma 5 Muhanng 5 - A A i
@ Approved Loaw | £ Approved Lea | & Approved Lean | &Y Approved Lean | & Approved Loan

9. The “Colleagues” feature is not activated. You can use the 1 Week/1 Month toggle to navigate with
this screen.

PN
Appmvﬂ% Leave Abianch Howr: 1 How Craated e 02/P6202]
D2 @ 1 ] Statuz: Approved
Leave Type: Approved Leave

wbrusey 1 - Febnaary 27, 203
S - e F
21 2 23 e 5 6 I
ek
a5 Muhunng A A A
| Approend Loas | pproved Lean | pproved Lo | Y Approved Lea | Y Approved Lean
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FIO-04 — My Leave Requests

10. Click the Legend Icon to view the color codes.

12. You can toggle to show or hide. It is not recommended to hide this information. Click OK when
finished.

Adjust "Colleagues”

f"’
Colleagu& S
Name
Visible
Wilma S Muhanna
—ly © Hide
i Insurance Regulatory Analyst IlI
DK | Cancel
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FIO-04 — My Leave Requests

13. Click the leave request to view additional details.

< Today > February 28, 2021 - March 6, 2021

Sun Mon Tue Wed Thu Fr

28 1 2 3 -lh

Week S

()

Richard Allen Archie

Maintenance/Construction Technician Il

4 Special Bonus

March 1. 2021 fpm—

14. After viewing the details, click “Close” at the bottom of the window.

Wilma S Muhanna

Insurance Regulatory Analyst IlI

Details

Title:

Approved Leave

Date:
February 22, 2021

Category:
Absence (Approved)

1 Week

1 Month
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FIO-04 — My Leave Requests

15. To view additional time periods, click the right and left arrows near the date.

J%

21 rrg 23 24 5

| & Approeed Lasrs | Approred Laan | Appeoeed Lamn | (3t Approreed Laan

| ot Approreed Lewn

16. To navigate back to the previous screen, click “Show Request Details.” Then click “My Leave

Request” from the drop-down.

4\/? l My Leave Request ¥ I

v Request Overview

[ Calendar ESEICHNES)] Show From| 01/01/2021
Leave Type Validity Status Approver Quota Used

08/16/2021 — 08/20/2021 ent Freddy L Fullnight 40 Hours
Sick Leave 03/29/2021 Nt Freddy L Fullnight 8 Hours

< c@ Shew Request Detalls - sh—

“D?“""‘;" Leave
0262021

Today Fabrusary 21, 2021 - Feteuary 27, 2021

27

17. Back on the main My Leave Request page, click “Create Request” to create a leave request.

=1

Fo

a8
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FIO-04 — My Leave Requests

~  Request Ouerview

o=l = fiems (34)

Laave Type

Slk Loava

Approved Leave

Approwsd Leave

Bpproveed Loave

Approved Laave

Stwtus Approwe:

how From  0LAOL2021

10 snnved
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FIO-04 — My Leave Requests

18. From the create screen, select the “Leave Type” from the drop-down. Please note: The Leave Type,
as shown on the initial Leave Request dashboard, details leave types independently. In this example,
Approved Leave consolidates all approved leave quotas, or leave types, such as OT Comp, Holiday
Comp, and Vacation. The total number of available hours reflects the consolidated total for all
approved leave quotas or leave types.

< Q Create Request v Q A

Leave Type Selection

Leave Type: | Approved Leave
Approved Leave 9000‘ E

Bonus Leave 9100
General Data CDE Comp Leave 9128
Sick Leave 9200
Parental Lv (8 wks) 9238
*Start/End Date: | parental Ly (4 wks) 9239
APRIOVET | Liiliday Leave 9300
NewMote: | ooye without Pay 9400
OMAL-Non-Discretionary 9530
OMAL-Discretionary 9531
OMAL-Emergency Closing 9532
OMAL-Relief Efforts 9533
OMAL-Medical 9534

_ e e e -
Administrative Leave-CDE 9547

19. For this example, we have selected Sick Leave for the Leave Type. Under Leave Type, note the
available hours listed, which are pulled from the Entitlement balance.

Leave Type Selection

aveType: [Sicklewve Y]

General Data

3, 978.56 Hours available

#) Maore tham 1 day One day or less
*5tart/End Date MMy - Ml ddinan E
Approner F F

Mew Mot
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FIO-04 — My Leave Requests

20. Select “More than 1 day” if your request is for multiple days.

Leave Type Selection

ave T'\l pe

3,978.56 Hours available

General Data

d. #) More tham 1 day One day or less

*Start/End Date iy - Miad

ADDroder Fred Fualkr

MNew Naote

21. Click the Open Picker Icon to select the Start and End Dates for the leave.

Leave Type Selection

Leave Type: | Sick Leave

3,978.56 Hours avallable

General Data

®) More than 1 day One day or less
*Start/End Date MM/ddlyyyy - MM/ddiyyyy -I
Approver ¢ August 2021

New Note
New Note Sun Mon Tue Wed Thu Fri Sat

; 3 K
3z '8 9 11 12 13 14
315 16 17 18 19 20 21

34 22 23 24 25 26 27 28
5 29 30 31 1
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FIO-04 — My Leave Requests

22. The employee’s direct supervisor defaults as the Leave Request Approver.

Leave Type Selection

Leave Type: | Sick Leave w

3,878.56 Hours available
General Data

®) Mare than 1 day One day of less

#Start/End Date: | 0822/2021 - 08/23/2021 B

16 Hours will be consumed

hoproverll] - <o i ]

Mew Note:

23. Under New Note, you can add an optional note about the leave request.

Leave Type Selection

Leave Type: | Sick Leave e

3,978.56 Hours available
General Data

®) More than 1 day One day or less

*Start/End Date:

40 Houwrs will be consumed

Approver: | Freddy L Fullnight @

Mew Maote:

E

0
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FIO-04 — My Leave Requests

24. When all the sections are filled out, click “Save” in the bottom right corner.

Leave Type Selection

+ Liara Type Sick Luarra

3975 54 Hours avallabie

General Data

&) hors than 1
artEnd Date: | GA1572021 - Clv1SEa2Y ]|
40 Hiurs will e coniurmd

Fraday L Fullnighe

25. When the leave request is saved, it appears as a new entry under Request Overview. It is a leave
request for a future date, and it can be edited or deleted. The edit and delete options are to the right.

T
rk

Request Overview

[ Calendar = Ibems (35) Shecry From | QLAILI2021 35

Laave Type Validity Stahss Approaar Queda Used

Shck Laave Oa/162032] ~ 0830021 Freddy L Fullnight A0 H: & "5
Sick Laave paza0R1 Freddy L Fullnight Ll

Approved Leave 03262021 Appiroed 1

Appraved Leave sl Appicraed 1.5 H

Approved Loave Q2243021 1.5 w

26. Click “My Leave Request” to go to a previous screen.

[

) | My Leave Hequest « | :l
¢ oy ] —
w Ij'a}a..eﬂ Cverview

Leawe Type valony P —— P———
Sick Leave DENLEZ0Z] - DAOZN2] I'; e

Slik Laawe DAERHH = g L]
Appraved Leave 0202601 Ao
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FIO-04 — My Leave Requests

27. Click Profile to Sign out and click OK when the “Are you sure you want to sign out?” dialogue box

appears.
Q Home v Q
X
Employee
My Paystubs My Timesheet My Leave Request My Benefits
View my paystubs Manage working time nage my leave re Display Benefit plans

21

Change Record

e 8/18/21 —Initial creation — Mayuri Surati
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